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IN‘STRUCTIONS See Publaoatlon No. 76—BRM—1 for instructions on completing this form. Forward slgnéd orlgmal to
Oepartment of Archives and History, Records Management Division, 330 Capitol Avenpe - Atlanta, Georgua 30334,
Attention: Scheduling Section, - .
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L FORAGENCYUSE |1, - Agency Address S FOR RECORDS MANAGEMENT USE
Applicgtion Dau ) " Geo g ia PO r+s Authori 'I‘y ' Application Number
I*____1/24/85 o Personne!l Department 8 7" 2, S
* Applicstion Numbsr o Post Office Box 2406 : Date Recaived ~ Date Completed
Savannah, Georgla 31402
oz e ianshies | JAN 3Oy |
i 2. Person to Contact : Workmg Tatle Telephone Number
_Ray Smitey Personnel Manager  (912) 964-3966
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3. Action Requested
a8. X Estanush Retention Schedule:tecord will continue to accumulate,
b. O Dispose of present accumulation: no further accumulation anticipated.

| ¢. = Amend ApplicationNo. . ... ... Check One: [J Change; O Supercede; O Void

4, Datet of Series 5. Recards Series Title (followad by title used in offlce, if different]
Eariiest Latest

1978 | To Date | Termlnafed Employee Personnel File ( Inéligible for Rehire )

—— LTI EmE e e —_— e

S; Dﬂlm!ﬂﬂ ard Offics Function N What is the furiction of the Onvasmn and the Office in which thls record series is created?

The Personnel Office is ?nvolved in internal and exfernal adver+|5|ng, recruaTmenI
interviewing and testing. Conducts salaried appllcanf interviews. Directs wage and
benefit surveys. Directs benefit administration. Performs range and scale adjustments.
Recommends benefit changes. Directs internal relations programs such as field and exit
interviews, service pins, performance awards, employee committee, newspaper, newsletters,
suggestion program, employee gifts, sports, par+1es_and promotional clothing. Conducts
grievance hearings, employee and supervisor counselling and employee assistance program.
Advises management regarding employee morale. Directs preparation of required federal,
state and internal reports and studies. Conducts affirmative action program. Advises
management on changes to personne! policy and procedures. Prepares annual budget for
department and monitors expenses.. Direc+ly reports to Director of Administration.
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7. Record Series Desafiptlon Th:s file contams the followmg documents {inciude form nuhvwbers and tm'es if any): |
Attach samples of the file. ;
Documents relating to: An individual's employment with Georgia Ports Authority.
Included are: Application for employment, summary card identifying job class,

promotions and pay increases, withholding information, testing
information, Personnel Action Forms, Employee Performance
Evaluation sheets, letters of reference and insurance documents.

By section; applications in front, personnel action forms

File is arranged: . . .
arranged chronologically, letters of reference and insurance Iin back.
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8. Monthly Reference Rate  How often are records referred to which are:

Onetosix monthsold ___ 1 ___: Seven to twelve monthsold __Q ___; Thirteen to twenty-four monthsold __ 0. _;
twenty-five months and older__0_ ?
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9. Annual Rate of Accumulation of Rerords
Letter-size drawers —— ... _.; Legai-size drawers

e eeem; Other (specify) 3 box
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| YE l No [ 10 Ouestmnnarre {Place an "X" in the proper colcmn)
a. Is this the offlc:al copy of the series?

— - et e — . s L T A —————
[

__.>f-. ik Moot where isit? . e
x b. Does the series contam'confrdent&al mformation requiring security handling? If yes, cite Iaw or regt&ilat:on
EI _5,_] ¢ Isthisavitalrecord? R, _ I o .
: __EZ;L ___1_.d. Does this series have historical or Iong term research vajue? e o R
e. When one or two documents in the file make it necessary to keep the entire file for along perlod could these
- X1 | ___ documents be scheduled separately? .+ S

1 X ] f._Is the information contained in this series em_pubhshgd? I, vesLanach copy.
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g. !s the information contained in this series ever analyzed and/or recorded ina surnmarlzed report?
L X1 1 tfves.attachcooy,, .. . . .. e
h. Is there a duplication of thus séries in your offlce orin another offlce or agency?

.M ves. where? . - -
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! J i. ,luhrs series. {oramatocpomongfm reqularly microfitmed? . . .

=

Pj | _i. Does the record series result in_a computer printout? B T .._._g-._..r.r_-,;,-,.._,..q__J._*_l
11. Retentron Requirements r The following requires the series to be kept

a. State Law e years. d. Audit period L YearS,

b, Statute of limitation = . - _years, - e. Administrative need e 20 years.

d ¢, Federallaw ~ ~ ~ " __.— . "7 _years, ~ 1. Federaltetention instructions _. D . __.years.

Attach copy or excerpt of laws ar regulations. Explain @dministrative need.’ et IR
Due to Policy # 600-61-3, employees terminated for reasons oufllned in policy are never
considered for reemploymen+ Considering employment at age 18 50 years should serve

for a normal life span for an indrvrdual in ac+tve employmen+ '
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{12, Agoroved Dvrsposntio-l lnsiructldns Thls agency recommends tha_t tt{e f:le series be cut otf at the end of each
-3 Calendar Year D Frscat Y ear; El Other R SR

_then,

Kl Hold in the current files area —__.month(s) __fS R year(s); then - e - -
Bl Transfer to local holding area, hold __'*._45,,A_.; __year{s); then’ P -
3 Transfer to State Records Center hold i yearis); then -

K] Destroy. .- o . . o o

O Transfer to State Archives for permanent fetention. o . .- , o o |
0 Other {Specifyl o |

These instructions apply to ail prior and future accumuiations of the series,

IS m,‘__.,___l__,___ I B

_égency Héad/Deslgnee (Si gnature} Date . ___F;eogds Management Officer {S.-gnature}

//.2_ ¢/J‘J'"" a.l(p/

Recommendaticns in para-

graph 12 are approved. ~ State Auditor/Designee
(If disapproved, attach letter [~~~ .
of explanation.} Secretary of State/Designee
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Attorney General/Designee
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